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(�PDLO�² %HVW�3UDFWLFH�*XLGHOLQHV�

x )LUVWO\�DVN�\RXUVHOI���TXHVWLRQV��
'R�,�UHDOO\�QHHG�WR�VHQG�DQ�H�PDLO"
,V�WKLV�WKH�PRVW�DSSURSULDWH�PHWKRG�RI�FRPPXQLFDWLRQ"

,I�WKH�DQVZHU�WR�ERWK�LV�¶\HV·�WKHQ�WKH�IROORZLQJ�JXLGHOLQHV�ZLOO�KHOS�\RX�
WR�JHW�WKH�PRVW�RXW�RI�WKLV�ZRQGHUIXO�IRUP�RI�FRPPXQLFDWLRQ��

x $OZD\V�LQFOXGH�D�VXEMHFW�KHDGLQJ ² VRPH�SHRSOH�PD\�HYHQ�GHOHWH�
PHVVDJHV�ZLWKRXW�VXEMHFW�KHDGLQJV�IRU�IHDU�RI�YLUXVHV�

x .,66 � NHHS�LW�VKRUW�DQG�VLPSOH���%H�FRQFLVH�DQG�WR�WKH�SRLQW���/RQJ�H�
PDLOV�FDQ�GHWHU SHRSOH�IURP�GHDOLQJ�ZLWK�WKHP�HIILFLHQWO\�DQG�FDXVH�
IUXVWUDWLRQ�

x &RQVWUXFW�\RXU�H�PDLO�DV�\RX�ZRXOG�WDON DQG�GRQ·W�RYHUXVH�SXQFWXDWLRQ
H�J����������"""""""�DQG�RQO\�XVH�DEEUHYLDWLRQV�WKDW�DUH�DOUHDG\�FRPPRQ�
DQG�JHQHUDOO\�XQGHUVWRRG�

x .HHS�H�PDLOV�¶HDV\�RQ�WKH�H\H· H�J��VKRUW�SDUDJUDSKV��EXOOHW�SRLQWV��NH\�
LWHPV�HDVLO\�LGHQWLILHG���5HPHPEHU��PRVW�H�PDLO�LV�LQ�SODLQ�WH[W�IRUPDW�

x 'R�QRW�XVH�&$3,7$/�/(77(56 ² WKLV�LV�RIWHQ�LQWHUSUHWHG�DV�WKH�
HTXLYDOHQW�RI�VKRXWLQJ�

x $OZD\V�XVH�WKH�VSHOOLQJ�DQG�JUDPPDU�FKHFNV���,I�\RXU�V\VWHP�KDV�WKH�
IHDWXUH�XVH�WKH�DXWRPDWLF�FKHFN�IDFLOLW\�

x 0DNH�LW�FOHDU�ZKR�WKH�PHVVDJH�LV�IURP��XVLQJ�D�VLJQDWXUH LV�D�JRRG�ZD\�
RI�GRLQJ�WKLV�EXW�NHHS�LW�VKRUW�DQG�FOHDU�

x 0LQG�\RXU�PDQQHUV ² UHPHPEHU�WR�VD\�SOHDVH�DQG�WKDQN�\RX�DQG�EH�
SROLWH�

x 2QO\�XVH�WKH�XUJHQW IODJ�ZKHQ�LW�LV�UHDOO\�QHFHVVDU\�

x $YRLG�VHQGLQJ�H�PDLOV�WR�ODUJH�QXPEHUV�RI�SHRSOH�XQOHVV�\RX�UHDOO\�KDYH�
WR���
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x 5HPHPEHU��H�PDLO�DGGUHVVHV�DUH�SHUVRQDO DQG�LQGLYLGXDOV�PD\�QRW�WDNH�
NLQGO\�WR�WKHP�EHLQJ�FRSLHG��RU�IRUZDUGHG�WR�SHRSOH�WKH\�KDYH�QR�
FRQWURO�RYHU���8VH�WKH�¶EFF· IHDWXUH�DQG�UHPRYH�DGGUHVVHV�IURP�
IRUZDUGHG�H�PDLOV XQOHVV�\RX�UHDOO\�QHHG�WR�VKRZ�WKH�GLVWULEXWLRQ�

x 5HTXHVWLQJ�GHOLYHU\�DQG�UHDG�UHFHLSWV DV�D�PDWWHU�RI�FRXUVH�FDQ�DQQR\�
SHRSOH���2QO\�XVH�WKLV�IHDWXUH�DV�DQ�¶HPHUJHQF\·�EDFN�XS�

x 'R�QRW�DVVXPH�\RXU�H�PDLO�ZLOO�EH�UHDG�LPPHGLDWHO\�RU�LQ�WLPH�IRU�DQ�
HYHQW�² LI�LW�LV�XUJHQW�RU�VKRUW�QRWLFH \RX�VKRXOG�SUREDEO\�VXSSOHPHQW�
LW�ZLWK�D�WHOHSKRQH�FDOO�RU�SHUVRQDO�YLVLW�

x :KHQ�UHSO\LQJ�WR�D�PHVVDJH�UHWDLQ�RQO\�DV�PXFK RI�WKH�RULJLQDO�
PHVVDJH�DV�LV�DSSURSULDWH�

x $OZD\V�UHDG�\RXU�PHVVDJH�RYHU��SXW�\RXUVHOI�LQ�WKH�UHFLSLHQW·V�VKRHV�
DQG�WU\�WR�XQGHUVWDQG�KRZ WKH\ ZLOO LQWHUSUHW�LW���0DNH�DQ\�
DGMXVWPHQWV��UH�UHDG�DQG�WKHQ�SUHVV�VHQG��

x 'R�QRW�VHQG�D�PHVVDJH�LQ�WKH�KHDW�RI�WKH�PRPHQW��RU�LI�\RX�DUH�XQVXUH��
WLUHG��RU�IUXVWUDWHG���7\SH�LW�² VDYH�LW�WR�GUDIW�DQG�UHYLHZ�LW�ODWHU�

x 'R�QRW�IRUZDUG�FKDLQ�OHWWHUV RU�YLUXV�KRD[HV�

x 7KHUH�LV�QR�VXFK�WKLQJ�DV�D�SULYDWH�H�PDLO���,I�\RX�DUH�PDLOLQJ�RQ�D�
FRQILGHQWLDO�RU�VHQVLWLYH PDWWHU�LW�PD\�EH�DSSURSULDWH�WR�XVH�
HQFU\SWLRQ�RU�DQRWKHU�IRUP�RI�FRPPXQLFDWLRQ�

x $GG�D�GLVFODLPHU WR�\RXU�H�PDLO��

x 0DQ\�FRPSDQLHV�KDYH�VSHFLILF�SROLFLHV�JXLGDQFH�RQ�WKH�XVH�RI�H�PDLO�²
FKHFN�RXW�\RXUV�DQG�WKHQ�PDNH�VXUH�\RX�IROORZ�LW�

x %H�SDWLHQW ZLWK�LQH[SHULHQFHG�XVHUV�DQG�JLYH�WKHP�WKH�EHQHILW�RI�WKH�
GRXEW���,I�\RX�DUH�XQVXUH�DERXW�WKH�VHQWLPHQW�EHKLQG�D�PHVVDJH�FKHFN�
LW�RXW�

x (�PDLO�LV�VXEMHFW�WR�WKH�ODZV�RI�WKH�ODQG UHODWLQJ�WR�ZULWWHQ�
FRPPXQLFDWLRQ�LQFOXGLQJ�WKH�ODZV�UHODWLQJ�WR�GHIDPDWLRQ��FRS\ULJKW�
REVFHQLW\��IUDXGXOHQW�PLVUHSUHVHQWDWLRQ��IUHHGRP�RI�LQIRUPDWLRQ�DQG�
ZURQJIXO�GLVFULPLQDWLRQ�


